
TO:       Residents of the East Unit     DATE: November 26, 2012  

     Ellsworth Correctional Facility 

 

FROM:      Terry Chaput, Unit Team Manager 

Richard Booher, Unit Team Manager 

Marc Stroede, Unit Team Manager 

     Brian Pruitt, Unit Team Manager 

   

SUBJECT:   Institutional Schedules and Rules – ECF East Unit 

 

The East Unit is located approximately 2 ½ miles southeast of the ECF Central Unit and 

consists of one main housing unit with 2 floors with rooms housing between 4 and 8 

inmates per room with a total capacity of 95 inmates.  Only Minimum custody inmates will 

be housed in this unit.  The East Unit houses inmates who are in programs, working or 

awaiting a program or job.  Some inmates in the East Unit, who have been approved by the 

Program Management Committee, work at non-prison based private industry jobs.  

Inmates are assigned to specific bunks and may be placed in bunk regardless of their 

work/program status to ease housing considerations.  Unit Team works with inmates in the 

East Unit to ensure successful completion of programs and development of a good work 

ethic that will carry over when they are released from the facility and become a productive 

member of society. 

 

Effective with the posting of this order: 

 

1. Beds: 

 A.   Work Details (Monday through Friday) 

       Work details shall have beds made prior to 7:30AM.  

  Night workers (10:00PM – 6:00AM) and medical bed rest may remain in their beds. 

Upon exiting the cell, beds shall be made for the remainder of the day. 

 B. All other beds will be made no later than 7:30AM. 

 C. All beds will be neatly made with sheets and blankets tucked under the mattress.  

Extra blanket will be neatly folded and placed on the foot of your bed. 

 D. Weekends/Holidays: 

  All beds will be neatly made with sheets and blankets tucked under the mattress no 

later than 10:30AM. 

 E. Once your bed has been made you may lie on it. Use the extra blanket for cover.  Be 

sure to lie on your bed, not someone else's.  

2.  Cell Cleanliness/Organization: 

 A. All rooms will be inspected on a routine basis and shall comply with the sanitation 

checklist. Inmates will clean their rooms when not working and before lights out.  

All inmates assigned to each room are responsible for the cleanliness of the room.   

TVs, radios, tape players and other belongings will be neatly arranged on the tables. 

 Anything on stored out in the open shall be neatly arranged. Rooms shall be kept 

free of trash, litter and excess clutter.  Only one mattress and one pillow per bunk 

allowed. Furniture in the cubicle shall not be rearranged. Locker doors are to remain 

shut unless you are actively placing or removing items from your locker.  1
st
 floor 

room doors are present only for fire emergencies and shall remain open unless a fire 



emergency exists.  

      B. Nothing is to be attached or hung on room walls, windows or furnishings.  No 

photographs, pictures or pages out of magazines shall be taped, glued etc. to walls, 

furniture or doors.  Pictures may be arranged in a freestanding manner on your desk 

or shelves (8" X 10" maximum).  No nude or revealing pictures shall be displayed.  

 C. It shall be the responsibility of each inmate to ensure that his locker is closed and 

locked upon exiting his room.  ECF will not be responsible for the contents of any 

locker left unsecured. 

3.  Cell Assignments/Changes: 

 A. Bunk assignments shall be approved by your Unit Team Counselor. 

 B.        Being in any room other than where assigned without escort or permission of the 

Living Unit Officer is not permitted. Loitering outside of any room is prohibited.  

To expedite an accurate count, you are required to be in your assigned room during 

count time, visible to the officer, until count clears.  The Living Unit Supervisor or 

the Unit Team must approve any movement prior to an official announcement of a 

clear count. 

4. Mandatory Sheet/Pillow Case Laundry: 

 A. Inmates are responsible for dropping off and picking up their clothing at the laundry. 

This includes blues, whites, underwear, socks, towels and sheets.  Socks, and 

underwear must be in properly closed laundry bags or will not be laundered. Dirty 

clothing shall be dropped off at the laundry at the west door between 4:00 and 

7:45AM, Monday-Friday (excluding holidays) prior work detail callout. Laundry 

Pick up will be Monday through Friday (excluding holidays) at 3:30 pm for 

population inmates and at 6:30 pm for off-site private industry inmates.  Each 

inmate is assigned a clothing box in the laundry. The box number corresponds to the 

three-digit number on your clothing and clothing bag. 

 B. Sheets and pillowcases shall be laundered once a week on Wednesdays. These items 

shall be turned in at the laundry by 7:45AM on this day and shall be picked up by 

each inmate at the laundry during normal laundry pick up hours. Sheets and 

pillowcases are not to be knotted or placed in the laundry inside the pillowcase.  

On sheet laundry day, your blankets shall be neatly folded and placed on the foot of 

your bed. 

 C. Mandatory blanket cleaning will be monthly on Thursday of the 1
st
 full week of the 

month.  Blankets are to be dropped off at the laundry no later than 7:45AM 

according on this day and will be exchanged for clean blankets on a one for one 

basis at that time. 

   

5.  Electronic Equipment: 

 A. Headphones and/or earphones shall be used anytime TV or radio/tape players are 

used without audible sound emitting outside the cube.  No audible sound, even with 

headphones and or/earphones shall emit outside the room.   

 B. No electronic equipment (TV's, radio/tape players and hotpots) in the dayroom. 

6.  Telephones: 

  A. Telephones are located in the dayroom area and may be used during dayroom hours 

except during count times.  Any off-hook unattended telephone will have the 

receiver placed back on the hook by Living Unit staff.  A telephone list must be 

submitted to your Unit Team Counselor for approval.  The Unit Team Counselor or 



Shift Supervisor must approve special telephone calls.  A telephone for hearing 

impaired inmates is located in the dayroom. 

7.  Lights Out: 

A. The living area lights will be turned out at 10:30 p.m. nightly, seven (7) days per 

week.  The living area lights will be turned on at 6:00 a.m. Monday-Friday and at 

10:30 a.m. on weekends and holidays.  The living area lights may be dimmed at the 

discretion of the Unit Team Manager or Officer in Charge as deemed appropriate.   

The night lights shall remain on when the living area lights are not on.  Dayroom 

lights are turned out at 10:30 PM Sunday through Thursday and at 1:00 AM on 

Friday, Saturday and Holidays.  No loud talking, card playing or games of any kind 

after lights out. Reading lamps may be used.   The dayroom will remain open for 

quiet activities after lights are out (such as reading, writing letters).  Games and TV 

viewing are not authorized dayroom activities from lights out until approximately 

5:30 AM.   

8.  Office Decorum: 

 A. All offices in the East Unit are restricted areas; therefore you must have permission 

from staff before entering any office area in this building.  At no time do you enter 

an office without first knocking and waiting to be invited in.  The person you wish 

to see may be busy at that moment. Inmates shall be properly clothed in the blue or 

white uniform before entering any office.  

 9.  Clothing: 

   A. Proper Uniform: 

  It is every inmate’s responsibility when exiting their living unit, to be properly 

clothed. Footwear shall be fully worn on the foot, laced and tied. Pants shall be at 

proper waist level and the belt shall fit snugly. Pants shall not be altered, rolled or 

cuffed. Pants shall be worn with a belt, with the buckle centered in front and with no 

more then two (2) inches of excess belt extending past the buckle. Sagging of pants 

is prohibited. Your shirt shall be tucked in and fully buttoned, except for the collar 

button. ID badge shall be worn anytime you are out of your room, except for going 

to/and from shower. ID badge shall be worn on the left breast pocket of the outer 

garment, with the multi-color photo visible. Headwear and coats shall not be worn 

in the buildings unless authorized for religious purposes. Hats shall be worn with the 

brim facing forward and shall not be bent upward or downward. You shall only 

wear one (1) type of headwear at a time, shower caps or wave caps are not to be 

worn outside your rooms unless you are going to or coming from the shower. Hats 

shall not bear writings, symbols or facility designation. The wearing of sunglasses in 

any building is prohibited unless you have a medical prescription allowing this 

practice, you must carry this with you. 

 B. Inmates are not to leave the living unit (except going to the gym/yard) unless 

properly clothed in the blue or white uniform. (Inmates who are attending gym/yard 

at the 8:30 p.m. Medication line callout may go to the medication line callout in 

their gym attire.) Inmates will go to gym/yard and return from gym/yard in one of 

the following forms of dress: 

1. Regular blue uniform 

2. Personal sweat shorts with T-shirt or sweat shirt 

3. Personal sweats 

  Inmates shall not mix or match any of these dress uniforms. Inmates going to work 



or programs must wear the proper blue or white uniform if the job calls for it. 

 

 C. T-shirts: 

  1. Inmates may wear T-shirts as an outer garment in their living unit.  Inmates 

may wear T-shirts as an outer garment outside the living units from work 

callout to work check-in under the following conditions: 

   a.  Inmates are required to wear their blue shirt when exiting the living 

unit for work/programs, while going to meal line and while returning 

to their living unit from work/programs. Inmates may wear T-shirts 

as an outer garment while on work/job assignments during extreme 

heat, as approved by the Physical Plant and Work Detail Supervisor. 

The dates that T-shirts are allowed will be announced and authorized 

by the Chief of Security. T-shirts may only be worn as an outer 

garment while at the job site. During times that T-shirts are approved 

as an outer garment while on work assignments neither long 

underwear tops nor blue sweatshirts shall be worn with the T-shirt.  

    b. During regular scheduled recreation periods. 

  2. Inmates wearing T-shirts as an outer garment shall adhere to the following 

restrictions: 

   a. T-shirts shall be clean, in good repair and tucked in. 

    b. The inmate identification badge shall be worn so that it hangs on the 

left breast pocket area with the multi-color photo visible. 

   c. T-shirts shall not be worn as an outer garment to meals, visits, 

religious services, AA/NA, Jaycees, Education, etc.   

 D. Gym Shorts:         

1. Gym shorts shall only be worn as an outer garment in the dayroom, patio or 

to gym/yard. Gym shorts may be worn as an under garment.  

E. Blue Sweatshirts: 

  1. Blue sweatshirts may be worn as an undergarment with a blue shirt outside 

the living unit during regular working hours. 

             2. Blue sweatshirts may be worn as an outer garment in the dayroom and 

during recreation.  ID badges shall be worn per T-shirt instructions. 

  3. Blue sweatshirts shall not be worn as an outer garment to visits or church 

services. 

  4. Blue sweatshirts shall not be worn with the white uniform. 

  F. Personal sweat suits shall only be worn during recreation and in the room/dayroom. 

Sweat tops and bottoms need not be worn as a set.  Personal sweat suits shall not be 

worn as part of the work uniform. 

  G. Care and Use: 

1. It is your responsibility to ensure your clothing is free of holes, clean and all 

buttons are sewn on properly. Request for clothing repair must be made by 

Form 9 to A&D. Clothing and shoes shall not be altered from their original 

condition. 

   a. Shower shoes may be worn in the dayroom.   

   b. Only the following items are to be placed in the clothing bags to be 

laundered: white boxers, white T-shirts, and socks. 

  H. Requests for shoes, clothes, belts, etc. shall be by Form 9 to A&D. Laundry box 



number must be included with each request. 

  1. Clothing items which have had tags come off must be turned into A&D with 

a Form 9 requesting repairs immediately to avoid a disciplinary report.  

10. Showers: 

 A. Showers are open from 4:30 AM until lights out in the dorm area at 10:30 PM for 

all inmates.  When going to and from showers, you shall cover your genitals and 

buttocks with a towel or underwear.  

11. Meal Schedule: 

 A. Serving Times:  See Activity Schedule on Bulletin Boards 

 B. Inmates shall be in complete uniform before entering the dining facility.  This 

includes shirt buttoned and tucked in, shoes (not shower shoes), and ID badge on the 

outermost garment.  You shall proceed to the dining facility when directed by the 

Living Unit Officers. Loud talking, yelling, whistling or horseplay will not be 

allowed in the dining facility.  Each inmate is allowed 20 minutes to eat from the 

time he has been served.  Do not loiter in the dining facility or move from table to 

table.  Eat and leave to allow someone else a chance to eat.  No more than 30 

minutes shall elapse from the time an inmate exits the living unit for meal line and 

his return. 

C. Inmates not reporting for meal line before last call will not be allowed to go to meal      

        line. 

12.  Restricted Areas: 

  A. At no time shall loitering be permitted outside the living unit other than on the 

designated patio and/or porch areas.  Inmates going to and from Food Service, 

gymnasium, sick call, work detail, etc. shall walk without delay.  Inmates shall not 

be present on the north or east sides of the living unit or outside of any posted 

restricted areas without escort and/or approval of the Living Unit Supervisor or 

higher authority. 

13.  Barbershop: 

  A. Haircuts will be given in accordance with the posted schedule. The Living Unit 

Supervisor shall approve access the barbershop and no more than 2 inmates at a 

time shall be present in the barbershop in addition to the barber.  Hair must be clean 

and free of grease before a haircut is given.  A maximum of twenty (20) minutes 

shall be allowed for a haircut/shave (no special haircuts allowed).  Do not loiter in or 

near the barbershop.  

14.  Recreation: 

  A. Recreation activities shall be conducted as scheduled (see posted activity schedule). 

 Inmates are allowed to and from the yard anytime during the callout periods.  The 

gym is open anytime the patio is open. 

15.  Library: 

  A. Library services shall be available as scheduled (see posted activity schedule). 

Inmates are allowed to come and go to the library anytime during the scheduled 

callout periods.  Law Library services are available through the kiosks in the 

dayroom during dayroom hours.  Inmates needing legal copies shall submit a form 9 

to the librarian to request these copies along with the applicable copy card tickets 

and items to be copied.  These items will be taken to the library in the Central Unit 

to be copied and returned. 

16.  Work Detail Assignments/Changes: 



  A. Jobs are filled per G.O. 19-101.  The Unit Team staff members make detail 

assignments. Request for assignment to a work detail or change in work detail must 

be on a Form 9 submitted to the Unit Team counselors for review.  Evening shift 

dorm officers will give written notice of job assignments to affected inmates.  

Refusing to accept a job assignment or participate in an interview is a Class I 

offense. 

17.  Canteen: 

 A. Canteen will be on Mondays, except holidays, at 2:15 pm for on-site workers and at 

6:00 pm for off-site workers.  The officer has canteen sheets available in the 

officer’s station.  The day you are to attend canteen you can check your account on 

the J-pay kiosk for the amount you can spend at canteen.       

 B. Inmates may not be in possession of consumable canteen items that exceeds the 

dollar total established in IMPP 12-120. 

 C. Inmates on restriction status are limited as to how much they can spend and what 

they may purchase per payroll period by IMPP 11-101. 

18. Mail: 

 A. Outgoing mail is to be placed in the mailbox and will be mailed out daily, Monday 

through Friday.  Unit Team Staff delivers incoming mail, Monday through Friday 

except holidays.  ECF will pay postage for approved indigent inmates on four (4) 

outgoing domestic letters (three sheets of paper) per month. All inmates will pay 

postage on legal correspondence.  If funds are not immediately available, your 

account will be charged if you are insolvent.   All money orders are processed 

through Centralized banking at LCF.  Money orders must be accompanied by the 

appropriate coupon and have the full inmate name and number on the payee line. 

Money orders not properly filled out will be returned to sender.   

19. Property Delivery: 

 A. Property delivery shall be conducted on Fridays by A&D staff. 

20. Clinic: 

 A. Open Sick Call is used at ECF.  The schedule is posted on the bulletin boards. You 

must bring a completed Medical Request form with you; the forms are available in 

the form rack in the living unit. 

 B. Physician’s Sick Call will be posted on the pass list as scheduled. You must review 

this list daily for your name. 

22. Dayroom/Patio Hours: 

           A. The dayroom/patio in the East Unit is open and available for inmate use 24 hours 

per day with the following exceptions: 

  1. The outside patio will be open from breakfast callout until 9:30 PM.  The 

patio will be closed during all storm warnings or times of limited visibility. 

  2 The dayroom/patio will be closed for all emergency situations, during all 

formal counts, and at any other time deemed necessary by the Unit Team 

Manager or Living Unit Supervisor. 

  3. The East Unit dayroom is subject the restriction of certain activities based on 

time of day, number of inmates in the dayroom, noise level, etc. 

  4. Restriction inmates housed in the East Unit are not allowed scheduled 

dayroom privileges.  However, restriction inmates who are willing to assist 

the dorm custodians in exchange for time out of their room may do so with 

the Living Unit Supervisor’s permission. 



 

   a. Restricted inmates check in with the Living Unit Supervisor to 

obtain permission before undertaking any task. 

   b. The Living Unit Supervisor shall enter in the post logbook the duty 

the inmate has agreed to undertake (such as clean mop buckets, clean 

dayroom/patio, wash windows or walls) and the time approval was 

given.   

   c. Inmate must report back to the officer when task is completed and 

time is logged in the post logbook. 

d. Living Unit staff will monitor inmate until assigned task is 

completed. 

23. Count Procedures: 

A. To expedite an accurate count, you are required to be in your assigned cubicle 

during count time, visible to the officer, until count clears. The Living Unit 

Supervisor or the Unit Team must approve any movement prior to an announcement 

of a clear count. 

24. Call-out/Pass List 

 A. Each evening a call-out/pass list is posted in the Dayroom for the next day. You 

must review these lists for your name and any appointment you may have 

scheduled. Failure to attend a scheduled call-out could result in a Summary 

Judgment being written. 

 

  

  

IF IT BECOMES APPARENT THAT THE NUMBER OF INMATES UTILIZING THE 

DAYROOM CANNOT BE PROPERLY SUPERVISED, OR INMATES ARE ACTING 

INAPPROPRIATELY, IT WILL BECOME NECESSARY TO IMPLEMENT A MORE 

RESTRICTIVE SCHEDULE.  THE EXIT IS A SECONDARY FIRE EXIT AND THERE 

SHALL BE NOTHING SITTING WITHIN TEN (10) FEET OF THE EXIT. 

 

 

 

Beverages and food items are allowed in the dayrooms.  Inmates shall not throw items in the 

dayrooms. Games are available in the dayroom for inmates to use during dayroom hours.  Dayroom 

games are not allowed in individual rooms. The dayroom chairs are not to be used as tables or 

footrests, nor are inmates to rest their legs on the chair arms.  The chairs are stacked after use.  

Inmates shall not engage in unsafe activities such as standing on furniture or horseplay. Do not 

enter the Officer’s Station until told to enter.  

 

 

 

The Living Unit Supervisor shall be the final authority concerning TV programming if any 

difficulties arise concerning desired program selections. The Facility Activity Specialist will 

prepare the evening TV programming schedule.  Dayroom TV's will be tuned in to all special 

programs provided by the facility and approved by the Warden or designee. 

 

 



 

VIOLATION OF THESE POSTED ORDERS IS A CLASS III OFFENSE, VIOLATION OF 

PUBLISHED ORDER, 44-12-1002 UNLESS THE OFFENSE IS OF A HIGHER CLASS. 

 

 

 

 

_____________________________   _____________________________ 

Terry Chaput      Marc Stroede 

Unit Team Manager     Unit Team Manager 

 

_____________________________   _____________________________ 

Brian Pruitt      Richard Booher 

Unit Team Manager     Unit Team Manager 

 

 

_____________________________   _____________________________ 

Marty Sauers      Dan Schnurr 

Classification Administrator    Warden              
 

 


